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REQUEST FOR PROPOSAL 
Solicitation For: Printing and Mailing Services 

4/26/2017 

Response Due Date: 5/4/2017 

A. Purpose 

The purpose of this RFP is to select a vendor that can satisfy print and mailing requirements for Scholar Success 

Postcards to Indiana’s 21st Century Scholars in grades 9-12. 

 

B. Background 

The Indiana Commission for Higher Education (CHE) is a 14-member public body created in 1971 to define the 

missions of Indiana's colleges and universities, plan and coordinate the state's postsecondary education 

system, and ensure that Indiana's higher education system is aligned to meet the needs of students and the 

state. 

 

The services sought in this RFP are to support the Commission with its obligations under this project and this 

law, including the direct outreach, triage of responses and the reporting of data to the General Assembly. 

 

C. Services Sought 

CHE seeks the following print services and quantities. Physical and PDF proofs are required for this project.  

 

 Printing of 70,775 two side variable data Scholar Success Program postcards, 4-color, front and back.  

 Postcards to be printed on 14 point stock with UV gloss finish. Size is 4-1/4” x 6”. 

 Vendor must provide means for secure data transmission and confirm receipt of data.  

 Vendor must presort mail for lowest possible first class rate.  

 Software used to presort must be USPS approved. 

 

D. Question/Inquiry Process 

All questions/inquiries regarding this RFP must be submitted in writing by the deadline of 5 p.m. on April 28, 

2017. Questions/inquiries must be submitted in Attachment A, Q&A Template, via email to 

kshowers@che.in.gov and must be received by the time and date indicated above. 

 

Following the question/inquiry due date, the Q&A document will be posted to the Commission for Higher 

Education’s website. If it becomes necessary to revise any part of this RFP, or if additional information is 

necessary for a clearer interpretation of provisions of this RFP prior to the due date for proposals, an 

addendum will be posted to the website as well. The Commission for Higher Education may extend the due 

date and time of proposals to accommodate such additional information requirements, if required. 
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E. Response Requirements 

All proposals must be received at the email address in section I below no later than the Response Due Date 

listed above. Responses are limited to no more than 15 pages, excluding appendices, and must include 

description of the entity interested in providing the services, including: 

 History of company, services, experience  

 Explanation of similar work performed  

 Description for each component of work outlined above:  

 Itemized price estimate/budget for services, including travel fees  

 References 

 

F. Pricing 

Pricing on this RFP must be firm and remain open for a period of not less than 180 days from the proposal due 

date. Any attempt to manipulate the format of the document, attach caveats to pricing, or submit pricing that 

deviates from the current format will put your proposal at risk.  If the proposal is accepted, the pricing must 

remain firm during the term of the contract. 

 

G. Terms 

Funding for this project will come from state funds.  Vendors must be able to agree to the terms and 

conditions of the Commission’s standard Professional Services Agreement (sample appended to this 

document).  Vendors must be registered with the Indiana Secretary of State’s Office (vendors may do so at 

http://www.in.gov/sos/business/3648.htm).  All payments will be 35 days in arrears and via ACH/electronic 

deposit from the Indiana Auditor of State’s Office.  Invoices must detail expenses and charges in accordance 

with any purchase orders issued; total payment shall not exceed the accepted bid amount.  Any and all travel 

reimbursed via this contract will be subject to the reimbursement rates of Financial Management Circular 

20014-1 (vendors should review at http://www.in.gov/sba/files/FMC_2014-1.pdf). 

 
H. Scoring Criteria  

Responses will be reviewed by Commission staff for completeness and compliance with each of the 

requirements outlined in Section D. Response Requirements. Any questions about omissions from a proposal 

will be referred to the applicant. If, in the judgment of the Commission, a proposal is late, incomplete or does 

not adhere to or address the guidelines set forth, the response will be omitted from the review process.  The 

Commission may request revision to proposal and budget prior to approval, award or release of funding. The 

decision of the Commission is final, and applicant will be notified in writing.  

 

The following weights will be used to score each section except the last paragraph noted in Section B. 

Therefore, the scoring will apply to the following areas:  

 

Criteria Points 

History of company, services, experience 10 

Explanation of similar work performed 30 

Description of work to be performed 20 

Itemized price estimate for services, including travel fees 40 

Total 100 

 

http://www.in.gov/sos/business/3648.htm
http://www.in.gov/sba/files/FMC_2014-1.pdf
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I. Communication with the Commission for Higher Education 

All communication, including responses, questions concerning the services being sought, or the response 

requirements, should be directed to:  

 

kshowers@che.in.gov 

317-232-1032 

 

J. Timeline 

 To be considered, responses must be received by the Indiana Commission for Higher Education via email 

no later than 5 p.m. on May 4, 2017.  Reference RFP-01.  Confirmation of receipt will be sent. 

 Questions/Inquiries must be received by 5 p.m. on April 28, 2017, in which answers will be posted to the 

website by 5 p.m. on May 1, 2017 

 Determinations of proposals will be issued no later than 5 p.m. on May 11, 2017. 

 On-going communication between the vendor and Commission staff is expected throughout to discuss the 

resources and ask any clarifying questions. 

 

K. Confidential Information 

Respondents are advised that materials contained in proposals are subject to the Access to Public Records Act 

(APRA), IC 5-14-3 et seq., and, after the contract award, the entire RFP file may be viewed and copied by any 

member of the public, including news agencies and competitors. Respondents claiming a statutory exception 

to the APRA must indicate so in the Transmittal Letter. Confidential Information must also be clearly marked in 

a separate folder on any included CD-ROM. The Respondent must also specify which statutory exception of 

APRA that applies. The State reserves the right to make determinations of confidentiality. If the Respondent 

does not identify the statutory exception the Procurement Division will not consider the submission 

confidential. If the State does not agree that the information designated is confidential under one of the 

disclosure exceptions to APRA, it may seek the opinion of the Public Access Counselor. Prices are not 

confidential information. 

 

L. Taxes 

Proposals should not include any tax from which the State is exempt. 

 

M. Conflict of Interest 

Any person, firm or entity that assisted with and/or participated in the preparation of this RFP document is 

prohibited from submitting a proposal to this specific RFP. For the purposes of this RFP “person” means a state 

officer, employee, special state appointee, or any individual or entity working with or advising the State or 

involved in the preparation of this RFP proposal. This prohibition would also apply to an entity who hires, 

within a one-year period prior to the publication of this RFP, a person that assisted with and/or participated in 

the preparation of this RFP. 

 

 

 

-- End of Request for Proposal -- 


